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Self Service “My Biz (NAF)” 

Module II, Chapter 3 

Updating My Information 

 

  
Introduction 

The Self Service Employee “My Biz (NAF)” provides Non-Appropriated 

Fund (NAF) employees the ability to log into DCPDS and update employee 

data. The following pages provide a brief overview of the new functionality. 
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Update My Information 

 

The  function allows employees to update employee information. 

 

Privacy Act Statement 

Before updates can be made, employees must  the „Privacy Act Statement‟. 

 
Figure 1 

 

Information Tabs - The following is a list of the Tabs and information available under 

each. 

 

General Information in the Employee region includes the employee‟s name and employee 

number. The employee number is a unique sequence number that is assigned by the 

system for each person in DCPDS.  It is used to uniquely identify employees that may 

have more than one record/job in DCPDS.  

 

Work Information tab contains employee‟s work email address, phone numbers and 

physical work address. 

 

 
Figure 2 
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Work Email Address 

To Add/Update work email address, type the new email address and then click the 

  button.  Email address is currently being used for the NSPS Performance 

Appraisal notification.   In the future, email address will be used to communicate 

personnel information directly to all employees. 

 

 
Figure 3 

 

You will receive a confirmation page once the update has occurred. Click 

 link to continue updating your work information.  To 

return to the MyBiz menu click on  link. 

 

 
Figure 4 

 

Phone Numbers 

 

To add a new phone number, click the   button.  

 
Figure 5 
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Select a phone type from the drop down list.  Phone Type, Phone Number and Date From 

are required fields which are noted with an *.   Once you have selected a phone type enter 

your phone number to include area code and dashes.  Extensions may also be included. 

Example: 210-123-45678 Ext 123. 

 

 
Figure 6 

 

Click on the calendar to select the “Date From” from the calendar. The date will auto 

populate into the field.  DCPDS is a date tracked system and requires a start date for all 

data fields.  

 

 
Figure 7 

 

Employees will only enter a date in the „Date To‟ data field when the current phone 

number is no longer valid.  By entering a date in this field, the phone number will be end-

dated allowing employees to add a new phone number.  

To save the new phone number, click the  button.  
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Figure 8 

 

The new phone number has now been added to the employee‟s My Biz record. 

 

 
Figure 9 

 

Edit a Phone Number 

To edit an existing phone number click on the phone number link .  Change 

the phone number and click the  button.  A future Self Service modification will 

only display those phone numbers that have not been end-dated.  

 

 
Figure 10 

 



  January 2007 

Updating My Information                                                        Module II, My Biz (NAF) 6 

Physical Work Address 

To add Physical Work Address click the   button. Self Service only allows 

employees to „add‟ one Physical Work address update within a 24 hour period. 

 

Figure 11 

 

When adding a Physical Work Address, Street Address, City, State, Zip Code are 

required fields and are noted with an *.   

 

 
Figure 12 

 

Select the  button to save data. 

 

Once you have save your physical work address a confirmation page will appear allowing 

the employee to print their change. 

 

 
Figure 13 

 

To return to the language tab, click on the  link. To 

return to the My Biz menu, click on the  link.  
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Edit Physical Work Address 

 

To edit or correct physical work address click the radio button  next to the physical 

work address, then click on the  button.   

 

 
Figure 14 

 

 

Make the necessary changes to your physical work address, and then click the  

button.  

 

 
Figure 15 

 

Your changes have now been updated to you‟re My Biz record.  

 

 
Figure 16 

 

Handicap Code Tab contains employee‟s current handicap code. 

 

 
Figure 17 

 

To update handicap code select from the drop down list using the down arrow. Once you 

have selected the appropriate code, click the   button. 
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US Fed Language Tab contains employee‟s languages. 

 

 
Figure 18 

 

Employees can update proficiencies in an exiting language, delete a language or add a 

new language to their My Biz record. 

 

 
Figure 19 

 

To update an existing language you must click the radio button next to the language, then 

click the  button. 

 

 
Figure 20 
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Once all changes have been made, click the  button to save your changes.  

To delete an existing language you must click the radio button next to the language, and 

then click the    button. 

 

 
Figure 21 

 

Once you click on the delete button a notification will appear, click on “Yes” to delete, 

“No” to return to the language screen. 

 

 
Figure 22 

 

To add a new language to must click the  button.  

 

Use the drop down menus to select the appropriate data for each item.  

 

 

 
Figure 23 
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Once you have completed entering your new language, click the  button to save 

your language. 

 

 
Figure 24 

 

Once you have save your language data a confirmation page will appear allowing the 

employee to print their change.  

 

 
Figure 25 

 

To return to the language tab click on the  link. To 

return to the My Biz menu click on the  link.  
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US Fed Ethnicity and Race Category Tab contains employee‟s ethnicity and race. 

 

 
Figure 26 

 

To update ethnicity and race use the drop down menu, select either “Yes” or “No”.  Once 

you are ready to update, click the  button.  To print the SF181 form, select the 

 button.  

 

The SF181 can either be saved to your PC or can be opened and printed. To open the 

SF181 click the  button.  

 

 
Figure 27 
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SF181 

To print the SF181 click on the printer icon  or select file, print.  

 

 
Figure 28 
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Emergency Contact Information Tab contains employee‟s emergency contact 

information. 

 

Click the link  to add, change or remove your emergency 

contact information.  

 

 
Figure 29 

 

Adding Emergency Contact Information 

 

To add emergency contact information, click the  button. 

 

 
Figure 30 
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Enter your emergency contact‟s first name, middle name and last name into the 

appropriate name fields. The blue asterisk indicates that the field is required. The 

relationship field has a drop down list that you must select from. If you select (Adopted 

Child, Child, Foster Child, Recognized Natural Child or Step Child) you must enter their 

data of birth in the Additional Emergency Contact Information area at the bottom of the 

screen. 

 

 
Figure 31 

 

The Relationship Start Date will be automatically set to today‟s date.  

 

The Primary Contact field should only be check if you would like to designate that 

person as your primary contact. Note you can only designate one person as your primary 

contact.   

 

 
Figure 32 

 

By checking the  you have the option of using your home 

address information as the address for your emergency contact, example your spouse, 

child, etc.  

 

 
Figure 33 
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Multiple phone numbers can be entered for each emergency contact. To select a phone 

types click the drop down arrow.  

 

 
Figure 34 

 

To add additional phone numbers click the  button. Note: Home phone 

type can only be selected once, if you have additional home phone numbers use the 

Home Secondary and Home Tertiary phone types. 

 

 
Figure 35 

 

 

In the Additional Emergency Contact Information area, you may enter the optional 

information:  Gender and Date of Birth. 

 

 
Figure 36 

When you have finished entering all of your information, click the  button to 

continue. 
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A Review page will appear so that you can ensure the information is correct before 

saving. Click the  button to save your information. Click the  button to 

return to the previous screen to make any necessary corrections. To print this 

information, click the  button.  To exit without saving your information, 

click the  button.  

 

 
Figure 37 

 

A confirmation page will be displayed when your information has been saved. To return 

to the Emergency Contact page click the   button. 

 

 
Figure 38 

 

Updating Emergency Contact Information 

 

To update information on an existing emergency contact person, first click the radio 

button next to the contacts name, then click the  button.  

 

 
Figure 39 
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Make the necessary updates and click the  button.  

 

 
Figure 40 

 

A Review page will appear so that you can ensure the information is correct before 

saving. The items marked with a blue dot are the items that were changed. Click the 

 button to save your information. Click the  button to return to the 

previous screen to make any necessary corrections. To print this information, click the 

 button.  To exit without saving your information, click the  

button.  

 

 
Figure 41 

 

A confirmation page will be displayed when your information has been saved. To return 

to the Emergency Contact page click the   button. 

 

 
Figure 42 
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A warning page will be displayed if you selected . If you want to cancel and exit, 

select the   button.  If you want to return to the previous page select the  button. 

 

 
Figure 43 

 

Removing Emergency Contact Information 

 

To remove an emergency contact, first click the radio button next to the person you want 

to remove, and then click the  button.  

 

 
Figure 44 

 

Once you have verified that you selected the correct person to remove, click the  

button to continue. 

 

 
Figure 45 
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Click the  button to remove and save your change. Click the  button to 

return to the previous screen to make any necessary corrections. To print this 

information, click the  button.  To exit without removing your contact 

person, click the  button.  

 

 
Figure 46 

 

A confirmation page will be displayed when your information has been removed. To 

return to the Emergency Contact page click the   button. 

 

 
Figure 47 

 

A warning page will be displayed if you selected . If you want to cancel and exit, 

select the   button. If you want to return to the previous page select the  button. 

 

 
Figure 48 
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Printing DD93 Form 

 

To print the DD93 Form, click the  button.  

 

 
Figure 49 

 

The DD93 can either be saved to your PC or can be opened and printed. To open the 

DD93 click the  button.  

 

 
Figure 50 
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DD Form 93 

To print the DD93 click on the printer icon  or select file, print. 

 

 
Figure 51 


